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SECTION 1: Introduction to the Technical Assistance
Guide (TA Guide)

The Future is Ours (FIO) is an eight-session evidence-based HIV prevention intervention. It is delivered to
high-risk heterosexually active women of diverse ethnicities in an interactive group format. FIO can be used
by any community clinic or organization, or health department with clients who are at risk due to their sexu-
al relationships with men. The overall goal of FIO is to empower women to reduce unsafe sexual encoun-
ters.

How to Use This Guide

The Technical Assistance Guide was developed as a resource for the provision of technical assistance (TA)
to agencies that are implementing The Future is Ours (FIO). It provides an overview of important infor-
mation about the intervention, including its goals, core elements and key characteristics, and advice on
planning and implementation. More detailed information on implementation can be found in the Program
Manager Guide and Facilitator Guide. If you have further questions on material not covered in either of the-
se guides, your funder can direct you to resources for additional TA.

This picture is found throughout this guide and indicates experiences from the case
study agencies that tested the package for FIO. Information found in this guide was
gathered from the original research and from two case study agencies—one community
-based and the other clinical/hospital based—that tested the FIO package of materials.
The TA Guide also answers common questions that may not be included in package
and training materials.

Intended Audience

This manual is intended to assist agencies in the effective implementation of The FIO intervention. It can
serve as an important resource for both implementing agencies, and TA providers to ensure that the inter-
vention is delivered in a manner that demonstrates fidelity to the core elements and key characteristics of
FIO.

Implementing agencies can refer to this guide during the planning and implementing process. It may be
used as a supplement to the Program Manager Guide and training materials, and is most effective when
used in conjunction with guidance from TA providers.

This guide should also be used by TA providers to familiarize them with the intervention so as to better re-
spond to the questions and needs of implementing agencies. It helps them respond to specific questions
posed by the implementing agency, or as a more general guide in providing comprehensive assistance to a
specific agency.

The TA Guide IS NOT to be used as a standalone guide to understand the FIO intervention. Agency staff

must be trained on the intervention and orientated to the Program Manager Guide, the Facilitator Guide
and other intervention materials to successfully implement FIO.
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FIO’s Package Content

The FIO Intervention Package consists of the following contents:

Program Manager Guide

o0 Explanation of Program Manager Guide
o Overview of FIO

0 Pre-Implementation of FIO

o Implementation of FIO

0 Maintenance Plan

Facilitator Guide

0 Pre-Implementation Information
o0 FIO Eight Scripted Intervention Sessions
o Participant Workbook

Technical Assistance Guide

0 Basic Intervention Information
o Common Questions and Answers

Female Condom “Gotta Try It” Video

0 Video Used in Session Four of the Facilitator Guide

Q. How Do | Obtain Additional Copies of the FIO Program Package?

A. The FIO Program Package is distributed to agencies via bound copies and CD, when staff attend the
formal training sponsored by CDC. If you received copies of the FIO program package on disk, you
can print additional copies. If you do not have electronic copies, you can contact your capacity build-
ing assistance (CBA) provider or CDC Project Officer to attend training or obtain copies.

Before conducting this intervention in your community, all materials must be approved by your com-

munity HIV review panel for acceptability in your project area. Once approved, the intervention pack-
age materials are to be used by trained facilitators when implementing the intervention.
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SECTION 2: Overview of FIO

CDC Diffusion of Science-Based Interventions

The CDC has a national strategy to provide high-quality training and technical assistance to prepare region-
al and community HIV programs to implement science-based HIV interventions. The CDC is collaborating
with the original researchers to make effective interventions available to communities.

For information about other effective interventions being diffused through CDC, visit the CDC Websites:

www.cdc.gov/hiv/projects/rep/default.htm
www.effectiveinterventions.org

For more comprehensive information on the science behind FIO, refer to the “Overview” section of the Pro-
gram Manager Guide and the Facilitator Guide. See these guides for descriptions of the intervention and
research study, including the theoretical foundation of the intervention and the research outcomes. You will
also find the FIO Core Elements in both guides and the Behavior Change Logic Model in the Program Man-
ager Guide. The tables below are included throughout the TA Guide to direct you to where information can
be found in the Program Manager Guide, Facilitator Guide, and Appendices.

For More Information on: See the Program Manager Guide | See the Facilitator Guide
The Intervention 7 7
Theoretical Foundation 10 10
The Research Project 19 9
The Core Elements 13 15

Key Characteristics

The Behavior NA NA
Change Logic Model

The Implementation 23 NA
Summary
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FIO Intervention

Q. Do We Have to Implement FIO Exactly as it Was Done in the Original Research?

A. By doing the intervention as it was done in the original research, you increase the likelihood of
achieving similar outcomes. However, certain changes, particularly ones that make the intervention
more appealing to clients and still adhere to the Core Elements, are definitely desirable. See Appen-
dix C in the Program Manager Guide for information on these types of changes. There are some as-
pects of FIO that must be done exactly as in the original research. The Core Elements must be ad-
hered to for fidelity purposes and cannot be altered or deleted. The Core Elements include almost
all the activities of FIO including scripted and unscripted role-plays, letter writing, demonstrations
followed by practice, and goal-setting.

Q. How Are FIO Sessions Different From Support Group Sessions?

A. FIO sessions are not ongoing. There are eight-sessions in the FIO cycle. These are not meant to be
counseling sessions, but instead are skills-building sessions. Each session has an agenda and ob-
jectives. FIO can be done with an existing support group or it can be used to start a new support
group. However, unlike many support groups, there is a formal enroliment process and a distinct
end to the group. The sessions are closed to new members after the second session. Also, there
are two facilitators who facilitate the single-sex groups.

Q. How is FIO Different From Other Interventions That Target Heterosexually active African
American and Latina Women 18 to 30 Years 0Id?

A. FIO is designed to be delivered to an audience of diverse ethnicities since it focuses on the com-
mon experiences of women and their relationships with men. Other interventions, such as SISTA,
target one racial or ethnic group. FIO also offers a range of choices for women to reduce their HIV/
STD risk such as male and/or female condom use, mutual HIV/STD testing, sex without penetration
(outercourse), and abstinence.

Q. Why is There So Much Repetition Among the Sessions?

A. It is crucial that implementing agencies understand that FIO is built on repetition as a learning tech-
nique. It is through repetition that participants learn the risk reduction skills—including communica-
tion, male and female condom use, and refusal skills—and are able to successfully incorporate the-
se skills into their daily practices and decisions.

Q. Why is it Important to Have Closed Sessions (No New Members After the Second Session)?
A. FIO provides a great deal of information and skills-building activities that build upon each other.
Additionally, group members share personal stories and experiences in every session that helps

build group support and trust. In order to have the full benefit of FIO, new participants should not
join past the second session.
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SECTION 3: Getting Started and Planning

There are a number of factors to consider prior to implementing FIO. For example, how many and what
kinds of staff you should hire, and how much time and effort your agency should allocate prior to and dur-
ing implementation. Below are a number of questions agencies preparing to implement FIO have asked.
For more information on a number of these issues, including an implementation summary and timeline and
a sample cost sheet, refer to the Pre-Implementation section of the Program Manager Guide.

For More Information on: See the Program Manager Guide | See the Facilitator Guide
Improving Agency 23 NA
Readiness

Creating Your FIO Implementa- Appendix G NA

tion Plan

Preparing to Manage Staff for 27 NA

FIO

Developing an Evaluation Plan 79 NA
Securing “Buy-in” 24 NA
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Staffing FIO
Q. How Do | Train Staff to Implement FIO?
A. Once you have found potential facilitators, provide them with the basic information about FIO and

what their specific roles and responsibilities will be. Both facilitators will be required to attend a FIO
Training of Facilitators (TOF) course. You can use sections of this manual including Overview of FIQ,
FIO Fact Sheet, and the FIO Facilitator Guide to orient facilitators around the goals and objectives of
the intervention, and accordingly what their jobs will involve. It is also recommended that facilita-
tors have, or obtain, HIV 101 knowledge and skills prior to attending a FIO (TOF) course in addition
to the skill sets listed above. Facilitation skill building is also available through CBA requests.

Q. What if a Facilitator Cannot Conduct or Complete a FIO Session?

A. Program managers may want to have a third staff member trained in facilitating the FIO interven-
tion, in case there is a need for a person to fill-in for one of the facilitators.

Q. How Many Full-Time Equivalent Staff (FTEs) Are Needed to Conduct the Intervention, and
What Experience, Skills, or Competencies Should They Have?

A. The number of full-time staff needed will depend on how many cycles an agency intends to imple-
ment in a specific time period. It is recommended that an agency have at least one full-time staff
member dedicated to their FIO program.

Facilitators should have training in HIV 101, experience in self-help group facilitation, and be com-
fortable working with women. It is important to note that the facilitators for FIO will operate in a role
that is somewhere between a teacher and a group facilitator. Therefore, effective facilitators of FIO
should have both teaching and group facilitation skills. These skills are listed in detail in the Facili-
tator Guide and Program Manager Guide

Q. If | Can’t Locate Staff With the Skills That Are Needed, What Should | Do?

A. There are a number of ways to find and recruit staff with the skills necessary to implement FIO. The
following are some suggestions:

e Ask your advisory board to identify appropriate individuals and get the word out to relevant
agencies

e Network within your own and partner agencies for recommendations

o Attend relevant conferences and community events to recruit qualified and available indi-
viduals

e Post the position in local newspapers and other job posting sites—some are free

Q. Do the Staff Who Conduct the Intervention Need to be the Same Ethnicity as the Clients?

A It is recommended that at least one facilitator match the ethnicity of the majority of participants.
Remember that a facilitator’s familiarity with the target population and cultural competency is more
important than a surface match of ethnicity.

Case Study agencies conducted the intervention with one staff member who matched the ethnicity
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of most clients and one who did not but had extensive experience working in the
community, and found they were able to effectively implement the intervention.

Q. Do the Staff Who Conduct the Intervention Need to be the Same Gender as the Clients?

A. Past experience in delivering the intervention has demonstrated that women feel more comfortable
and safer discussing issues of sex and sexuality with female facilitators. For women who have been
victims of domestic violence or any crimes against women, the presence of a female facilitator will
help to create a safe and supportive environment.

Q. Are Two Facilitators Needed to Conduct FIO?

A. Yes. FIO’s exercises are heavily based on teaching and practicing skills. Two facilitators can assist
one another to remain on-task and on-time so as to avoid exceeding the time allotted for exercises
and each session as a whole. While one facilitator is covering the material such as demonstrating
condom use or reviewing Communication Tips, the other facilitator must take an active role in ob-
serving participants for emotional reactions, distributing “Thanks” Chips, and being available to as-
sist participants individually if needed.

Q. Why do all Agency Staff Need an Orientation?

A. Orienting all agency staff to FIO will help create “buy-in” at your agency. Securing “buy-in” is im-
portant because it assures the support of the administration within your agency and helps ensure
that resources will be allocated specifically for your program. It also helps when recruiting FIO par-
ticipants and ensures facilitators are fully on board with the program. Obtaining “buy-in” can be ac-
complished with an intervention Promoter, or someone who strongly advocates for FIO. This Pro-
moter could be an individual or a group of people. Either way, their primary function is to help the
agency understand how implementing FIO will enhance the quality of prevention services, and to
ensure the agency has the capacity to implement FIO.

One case study agency conducted a mini-training for all staff at their site to orient them
to FIO which they felt was very helpful. They went through the main goals and activities
of the intervention with support staff using the materials they acquired from the TOF.

Q. What Kind of Qualifications Should a Promoter Have?

A. A Promoter should be a mid- to upper-level administrator who serves as a link between administra-
tion and staff as well as between the agency and other agencies and stakeholders. They need to be
adept at answering questions and mediating changes in organization structure; they can serve as a
negotiator of any necessary exchanges or compromises. The Promoter should be the intervention’s
spokesperson, and should anticipate and respond to the hesitancy of staff, and answer questions
about needs and resources. This means the Promoter must have significant knowledge of the inter-
vention including the Core Elements, Key Characteristics, and the costs entailed. In addition, the
Promoter can use the marketing materials available in the intervention package along with the in-
formation presented in this guide and the entire package to further field any questions or concerns
about FIO.
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Q. How Can You Tell if Someone Will be a Good Facilitator?

A. Effective facilitators are individuals who are trustworthy, dynamic, respectful, and non-judgmental.
They should be effective at building rapport and promoting communication, and flexible enough to
adapt to changing group dynamics. Refer to your Program Manager Guide for a detailed list of char-
acteristics of effective facilitators.

Case study agencies felt that facilitators who were most effective had a dynamic person-
ality that they brought to the group sessions and who believed in the curriculum so they
were better able to ‘sell it.’

Q. How Can Staff Get Trained in FIO?

A. To register for training go to www.effectiveinterventions.org or, if relevant, contact your CDC repre-
sentative.

Q. How Can | Train Staff Members Who Were Not Able to Attend the FIO Training?

A. Staff members who were not able to attend the FIO Training of Facilitators (TOF) must register for
the next available FIO training. Only staff members who have received the official FIO TOF may facili-
tate the intervention.
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FIO Implementation Plan

Q. Is a Community Advisory Board (CAB) Required? How Does an Advisory Board help in
Implementing FIO?, and How Do | Select One?

A. An effective CAB is essential for the adequate planning and implementation of FIO. CABs are gener-
ally made up of a maximum of 20 individuals who serve as the primary liaisons between the com-
munity and the implementing agency. Membership is composed of community leaders, health care
professionals, program administrators, policy makers and peers committed to the reduction of HIV
transmission for FIO’s target population. Effective CABs can assist your agency in implementing FIO
through such tasks as:

o Performing general community outreach and education;

¢ Identifying the needs of the community and defining the target population to be reached by
the intervention;

e Supporting recruitment efforts through active promotion of the intervention within the mem-
bers’ organizations and throughout the community;

e Providing implementing organizations with insight as to the potential perspectives, atti-
tudes, or needs of the target population;

¢ Identifying potential venues for the facilitation of FIO;

e Monitoring programming to ensure it accords with the needs, concerns, and priorities of the
community; and

¢ Connecting the implementing organization to broader efforts, such as representation at re-
gional, national, and international meetings and conferences.

Q. What Kind of Screening Tools Can be Used to Screen Potential Participants?

A. The FIO package includes a screening tool, FIO Participant Enroliment Form, with questions that
implementing agencies can use to determine the appropriateness of potential participants. This
screening tool can be found in the Program Manager Guide. It is recommended that potential par-
ticipants be screened at the time they are recruited, even if the intervention is not ready to begin.
Experience with FIO shows that women who meet all the eligibility criteria are the ones most likely
to make behavior changes as a consequence of participating in FIO.

Q. When Scheduling a Meeting Room for FIO, for How Long Should the Room be Reserved?

A. The meeting room should be reserved for a minimum of two hours. You might need significantly
more time. Determine the total amount of time required to prepare, deliver and conclude FIO. Con-
sider the time required to setup the room, including hanging newsprints and posters, arranging
seats in a circle, and setting up refreshments. Each session has two hours of content. Your agency
may decide to schedule a break during each session, which will increase the time required to com-
plete each session. Finally, allow time after the session to speak with participants individually and
for women to meet informally with each other.
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Case study agencies found that they needed to reserve space for a minimum of three
hours so they had adequate setup time, as well as time to complete the intervention
when women arrived late. When a room was only available for two hours, the
intervention was disrupted.

Q. What Are the Steps for Scheduling FIO Sessions?

A. Some suggestions for scheduling sessions are:

o Identify as many potential venues as you can that have adequate space for the group sessions.
¢ Choose venues that have spacious and private meeting rooms with comfortable seating, as well
as tables for food. The venue should allow food in the room, be easily accessible by various

forms of transportation, and be wheelchair/handicapped accessible. Also, take into
consideration the length of time you can have the room, in case the intervention runs longer
than eight weeks or eight sessions.

e Recruit your participants through a variety of methods (see the Recruitment Section of this
manual for more in-depth guidance).

e Confirm that the venue can accommodate all your needs and requirements. You may need to
establish a Memorandum of Understanding or Agreement (MOU/MOA) with the venue, that
covers roles, responsibilities, expectations, meeting times and any other logistical information.

e Schedule sessions on days and times that are convenient for participants and facilitators.

Q. What is the Minimum Number of Participants for an Intervention Cycle?

A. Given the number of group activities and role-plays, it is recommended that each FIO session have
at least six participants. Having at least this many participants will ensure there will be enough peo-
ple to sufficiently stimulate discussion and get a variety of viewpoints. Additionally, this will keep the
energy level of the group up and prevent the same individual(s) from having to act in the role-plays
over and over.

Case study agencies attempted to conduct some sessions with four individuals and
found that it was tiring for participants due to their repeated participation in role-plays
and emphasized role in group discussions.

Q. What is the Maximum Number of Participants for an Intervention Cycle?

A In order to properly process group activities and provide women with opportunities to discuss per-
sonal experiences, it is recommended that each FIO session have a maximum of 15 participants.
Any more participants would hinder group development and cohesion.

Q. Is There a FIO Attendance Policy?

A. Because every session builds on the previous one, implementing agencies should have an attend-
ance policy that clearly explains the agency’s expectation that participants attend every session. It
should also have protocols around arriving late and the notification process for absences. Partici-
pants cannot join the group if they have missed both Sessions One and Two.
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Q.

A.

What Do We Do if a Participant Misses One or More Sessions?

Participants are not considered to have completed FIO if they miss more than two sessions. That is,
your agency may choose not to give a participant the promised incentive such as the graduation
certificate or cash reward. It is up to the implementing agency to develop protocols on the specifics
of this (e.g., whether to allow a participant who has missed more than two sessions to participate in
future sessions). Agencies should be sure to make these requirements clear to participants upon
registration.

One case study agency found that they were not able to exclude women who had
missed both Sessions One and Two from joining FIO at a later time. This was because
they recruited their participants from a pre-existing group of women who were strongly
connected to each other. They found that allowing these “late-joining” participants to
remain was not disruptive.

What if Only One of the Two Facilitators Can Be Present?

Given the nature of topics discussed, it is very important to have two facilitators present in every
session. This allows one facilitator to address the needs of a specific participant in private, while
the other can ensure the group continues to run smoothly. Plus, FIO has many exercises and activi-
ties for which two facilitators are needed to keep the learning environment stimulated and ener-
gized

If one of the facilitators is not able to make one of the sessions, agencies should bring in a back-up
facilitator for that session, but remember that that back-up facilitator must have completed a CDC-
certified TOF.

If Trained Facilitators Leave the Agency, Does the New Staff Have to Attend Training?

All new staff should attend the next available FIO TOF. In the meantime, they can get oriented by
reviewing the training with their co-facilitators and program managers, and contacting their capacity
building assistance (CBA) providers for guidance and materials. New staff should not facilitate/co-
facilitate a FIO session until an official FIO TOF has been completed.

Are Non-FIO Participants Allowed to Attend Sessions?

FIO is a closed group. This means that only participants and facilitators may attend. Program man-
agers may attend for quality assurance purposes. If the program manager attends, s/he should be
introduced, and participants should be told that the manager will be there only to evaluate the facil-
itators. If a participant brings a child, then the facilitator(s) and the group should make the decision
as to whether the child and/or the participant should be allowed to remain in that session. Child-
care issues can affect participants’ ability to attend FIO. Try to ascertain in advance if this will be an
issue for your group members. If they need childcare assistance in order to attend the group, try to
arrange something in advance. Include this information in the agency’s intervention policies.

One case study agency allowed small children (younger than 2-years-old) to attend the
sessions and found that they were noisy and very distracting to the women.
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Q. How Do We Provide Incentives or Refreshments That Are Not in Our Budget?

A. Look to your stakeholders for assistance. Local agencies and merchants may be willing to donate
incentives and refreshments to assist with recruitment and retention of participants. Your CAB may
be able to direct you to or secure local resources that are committed to your community and/or
your target population.

Q. Do “Thanks” Chips Need to be Used in Every FIO Session?

A. Yes. The use of “Thanks” Chips in behavioral interventions has been researched and validated as
an effective method to provide positive reinforcement. Behaviors that are noticed and encouraged
by others increase in frequency. Those that are not noticed usually decrease. This process generally
occurs without awareness. Using “Thanks” Chips also helps to build individuals’ self-esteem and
the sense of group cohesion and social support. Facilitators should use “Thanks” Chips frequently
in each of the sessions to encourage positive affirmation of the participants.

Q. How Are “Thanks” Chips Used?

A. In FIO, facilitators give each participant 20 “Thanks” Chips at the beginning of each session. When
anyone says or does anything someone else likes or agrees with, finds encouraging, causes her to
think, etc., she hands the person a “Thanks” Chip. "Thanks” Chips are not "turned in" at the end of
the session for something of value. Simply receiving “thanks” or “props” from their peers and mak-
ing others feel good about themselves leaves most participants at the end of the session with posi-
tive feelings about themselves.

The key to everyone using “Thanks” Chips rests with the facilitators' comfort with using them. If the
facilitators take “thanks” seriously and use them at every opportunity to offer positive encourage-
ment, the participants will also respect their value and will actively use them. Note that we recom-
mend using "Thanks" Chips in every session to encourage all participants to give positive feedback
to each other.

One case study agency who led a FIO group with younger women found that the women
were distracted by different colored “Thanks” Chips and tended to vie for particular
colors. In this case, they suggested using uniform, black and white “Thanks” Chips.
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SECTION 4: Recruitment, Retention, and Marketing

Finding and maintaining participants from your agency’s target population can be one of the biggest chal-
lenges to successfully implementing FIO. Some agencies have “captive” audiences which can make recruit-
ment easier, while others have no specific group or partner agency to draw from and will need to start out-
reach efforts from scratch. Recruiting sufficient participants is one challenge. The other is retaining them.
Once you identify potential participants, you will need to consider how to keep them for the entire eight-
week program. High retention rates maximize the effectiveness of the intervention. To a large degree, the
success of your recruitment and retention efforts depends on how well you market the intervention to both
your partner agencies and your target population.

For More Information on: See the Program Manager Guide | See the Facilitator Guide
Recruiting Participants for FIO Pages 27-28 Pages 28-29
Sessions

Retention of Participants Pages 29-30 Pages 30-31

Throughout the Intervention

Marketing FIO Appendix Vand W NA

Q. What Are Effective Ways to Recruit Participants for FIO?

A There are a number of methods that can be used to recruit clients; each agency should develop a
recruitment plan for participants who meet the eligibility criteria in their community. Some methods
that were successful include posting flyers in areas where your target population spends time, plac-
ing advertisements in community newsletters, and mobilizing agency representatives to do street
outreach and agency in-reach at relevant times/locations.

Identifying the participant’s social networks is another low-cost, effective strategy for reaching large
numbers of potential participants. Any agency in your network that has a specific and organized
connection to your target population will be invaluable to your recruitment efforts. They can identify
relevant participants, host sessions, make announcements at relevant events, and spread the word
through existing social networks. This is particularly true for agencies that have a “captive audi-
ence” such as programs where participants are required to attend in order to meet legal or educa-
tional obligations.

To formalize this relationship, it is suggested that you develop a Memorandum of Understanding
(MOU) that specifies the relationship between your agency and the partner agency that reflects
their commitment to support the program. For example, the partner agency agrees to refer appro-
priate clients to your agency for screening and recruitment into FIO. Your agency agrees to provide
HIV prevention services through FIO and proper referrals for additional needs. This exchange of ser-
vices will serve as an incentive for your partner agency to maintain its commitment and effort to
recruit participants on your behalf.
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Your CAB should be used as a resource for recruitment and should be consulted in the develop-
ment of your recruitment plan. CABs can inform your agency of the most appropriate locations to
recruit your target population, provide specific strategies that have been found effective in the past,
connect you with free or low-cost resources to help with recruitment, and even help with recruit-
ment itself.

One case study agency felt that their most effective recruitment strategy was to enlist
the help of a person who was very well known and liked in the community to spread the
word about FIO.

Another case study agency found that recruiting from a pre-existing group of parents
who dropped their children off at school was particularly effective. They also recom-
mend looking to Head Start programs for participants.

Q. What Information Should | Obtain to Ensure | Can Reach Women Who Indicated Interest
in Participating?

A. Once potential participants are identified, it is important to obtain detailed contact information to
increase your chances of being able to reach them when you have completed your recruitment ef-
forts. Some suggestions of information you should obtain include:

e Participant’s name and nicknames; phone numbers including cell, office, and home phone;
and email addresses and Internet affiliations such as Facebook, MySpace, Skype, etc.

e Participant’s home address(es)

e Participant’s mailing address

o Names, addresses, phone numbers, email addresses, etc. of two alternate contacts who
would know the participant’s whereabouts if her contact information changes (ideally these
contacts should not have the same phone number and address as the participant)

You should also develop an agency policy and obtain instructions your staff should adhere to when
contacting the participant or her contacts. You may want to consider developing a standard tele-
phone script or email message so everyone receives the same messages as appropriate. Other poli-
cies might include whether it is okay to leave a message with the person answering the phone or a
voicemail, or to send emails (especially if the email address is shared or someone else has access).
This is important for confidentiality purposes.

Having such detailed contact information can also help with ensuring retention of participants.
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Q. What Qualifications Should a Recruiter Have?

A. Anyone familiar with the goals of the program or connected to your target population can be useful for
client recruitment. This may include designated staff such as your facilitators, in addition to specific
members of the community such as religious leaders, hairdressers, and social event organizers. Also,
members of your community advisory board, community gatekeepers, and previous clients of the agen-
cy or intervention can either serve as recruiters themselves or connect you to other individuals interest-
ed in and able to recruit. If recruiters are not staff, it should be made clear that the recruiters are acting
as volunteers. The person(s) conducting recruitment have to be fully engaged and committed to FIO,
and believe in its efficacy. If they don’t truly believe in the program, they will not be as effective in re-
cruiting.

One case study agency found that even a male recruiter could be effective provided
that he was well-informed about the intervention and had credibility in the community.

One case study agency felt that the facilitators themselves were the most effective re-
cruiters because they were able to explain to women that they themselves would be
running the groups and assuage some fears of the women about going to a group of
strangers.

Q. How Can We Find Eligible Participants?

A. The organizations, agencies, and social venues where members of your target population receive
services or spend time are ideal for recruitment. These can include other programs at your own
agency, clinics or social service agencies such as Planned Parenthood or WIC centers, hair salons
and laundromats, day care centers, after-school programs or more entertainment-focused venues
including clubs, community centers, and neighborhood hang-out spots. If you leave materials at the-
se venues, it is important to check them regularly and restock as needed. If you are making presen-
tations in waiting rooms, you should plan on doing these on a regular basis.

One case study agency recommends formalizing relationships with WIC centers and
clinics in advance of recruiting to be sure that the appropriate permissions are re-
ceived to conduct recruitment on site.

Q. How Many Women Should We Recruit to Obtain the Target Number of Eight to Twelve
Participants?

A. When recruiting potential participants, ensure that you obtain commitments from approximately
three times the total number of women who you want to complete the cycle. For example, if you
want eight participants to complete the eight-session cycle of FIO, recruit 24 women. Implementa-
tion of multi-session interventions have proven that many women will report commitment to partici-
pate but do not begin the intervention. Similarly, there is a certain percentage of participants who
will not be retained in the intervention.
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The case study agencies found that approximately two-thirds of the participants who
originally expressed an interest and commitment to attending the first session of FIO
did not show. This brought their total number of participants attending below the opti-
mal levels. They did not have sufficient time to recruit additional women before the
beginning of the next session. Additionally, since several women did not return after
the first session, it is important to make the first session very interesting to increase
the chances of women returning. Thus, ice-breaker exercises should be fun, conduct an
early draw of lottery prizes, small gifts for arriving on time, etc.

Q. How Long Does it Typically Take to Recruit Women into FIO?

A. Schedule plenty of time before you intend to begin FIO to recruit participants. Previous recruitment
efforts have shown that some aspects of recruitment need to begin two to three months before
holding sessions. For instance, reaching out to partner agencies or other community agencies or
health departments requires time to obtain buy-in and any necessary approvals. Preparing outreach
and advertising materials also takes time and should be taken into account. However, if your agen-
cy has successfully recruited a sufficient number of participants, and has done the necessary plan-
ning and materials preparation, then you can start implementing sooner.

For the original research study, it took between one and three months to recruit eight
to twelve eligible women into FIO. One of the case study agencies was forced to delay
the beginning of implementation due to low recruitment. The case study agencies were
able to recruit approximately six women in one month.

Q. How Can We Retain Women Who Express Interest in Participating in FIO as We Continue
Recruiting?
A. Develop a plan to engage and retain those women who express interest while you are continuing to

recruit for the group. Collecting extensive contact information is an important first step. Continuing
to communicate periodically during your recruitment period so they stay engaged with you is anoth-
er tool. This might include offering supportive group sessions, individualized services, periodic
phone/email/instant messages, and reminder postcards with the FIO logo for easy recognition.

Q. How Can We Get Our Clients Interested in FIO?

A. You may choose to customize the included FIO Marketing Tool to post within your agency. Staff may
provide brief presentations discussing the goals of FIO to clients. Incentives and assistance with
childcare and/or transportation costs should be emphasized. Equally important, you should empha-
size the benefits of FIO. You may need to tailor your message to your target population, but women
will come and stay for the duration of FIO if they see the benefit the program will have for them.
Once your agency has conducted a couple of cycles of FIO, you could recruit past participants to act
as promoters of FIO.

One case study agency found that promoting the message that FIO will provide
knowledge and skills that women can in turn share with their communities was an ef-
fective way to garner interest.
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Q. Are Incentives a Requirement for Recruitment, Retention and Attendance?

A. Incentives are useful in both motivating participants to attend FIO for the first time, and ensuring
they return on a consistent basis. Another use of incentives is to keep participants engaged during
sessions, such as food and small prizes for participating in role-plays or getting an answer correct.

In the original research, incentives were used to encourage intervention participants to arrive on
time. Lotteries were conducted at the beginning of each session and incentives were provided to
the lottery winner. Only the participants who arrived on time were eligible to participate in the lot-
tery.

Incentives can be both practical (e.g., transportation vouchers and food coupons), or more fun-
focused (e.g., lottery prizes, gift baskets with miscellaneous travel-size items like liquid body wash,
lotion, toothpaste, etc., make-up, clothing, or movie passes). Offering incentives, such as having an
introductory open house breakfast, graduation ceremonies, or small “Thanks” Chips of appreciation
given out at the end of each session can be a useful tool in bringing women in to introduce them to
FIO as well as to keep them coming back. It is important to set aside time and resources for appro-
priate incentives. Your agency should research what your most cost-effective incentives are, and
can use the guidance of selected members of the target population. If your agency does not have
the financial capabilities to purchase incentives, you could consider soliciting from various mer-
chants.

Incentives are not a core element or key characteristic of FIO so agencies are not required to pro-
vide them. We recommend agencies consider using incentives for the same reasons they were
used in the original research. We also encourage agencies to be creative with how incentives are
used and delivered.

The case study agencies utilized different types of incentives to recruit and retain partic-
ipants. They provided round-trip transportation vouchers and food (pasta, pizza, break-
fast items). For the lotteries, the prizes included scarves, purse mirrors, purses, toilet-
ries including shampoos and soaps, sex toys including vibrators and scented/flavored
lubricants, and small picture albums. Graduation ceremonies for women who complet-
ed the cycle included certificates and distribution of safe sex kits. To get women in the
door, one agency provided $10 cash for Session One. Finally, women who completed at
least six of the eight sessions received a $50 gift certificate to a local store.

Q. How Do | Obtain In-Kind Contributions?

A During the Pre-Implementation phase of FIO, your organization should identify and secure support
from stakeholders from organizations which could provide assistance or other resources. You could
then solicit gifts from these committed stakeholders. Alternatively, you could ask local merchants
for donated products. Also, ask your community advisory board for additional ideas.

Q. How Do We Keep in Touch With Participants to Help Ensure They Come Back?
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A. Follow-up after the last FIO session is very important to conducting effective program evaluation.
Planning to follow-up after the session ends and before beginning the next session is a good strate-
gy. Your staff will need to prepare for this by ensuring key contact information was collected, such
as physical addresses, email addresses, screen names, social networking website accounts, and
telephone numbers, and any other means your agency uses to keep in contact. Administrative ac-
tions such as regular session reminders can improve participant retention. Keeping in touch with
participants can help to support their commitment to the program and reinforce group support and
cohesion. If possible, obtain contact information that is as extensive as possible, including infor-
mation on friends and family who may be able to assist you in contacting participants. Successful
retention may require maintaining consistent contact with participants. This may include sending
meeting reminders, post cards, email or text message or making phone calls (Calling Post), just pri-
or to the next session, or as a thank you for attending the current session. Making multiple remind-
er calls to each participant every week is highly recommended. If appropriate, fostering a “buddy”
system may prove effective. For example, an agency could ask participants to keep in contact with
one another, designate certain participants to call other participants before each session, or have
them plan to come together. These concepts are of key importance given the social and cultural
aspects of women'’s lives and the number of FIO sessions that are conducted.

The case study agencies called each participant starting several days before the next
scheduled session. Each participant was called the morning of, and an hour before, the
session.

Section 5: Preparing and Implementing FIO

24 FIO TA Guide



The FIO Facilitator Guide is a comprehensive guide that is a standalone bound document. This guide in-
cludes step-by-step instructions on facilitating FIO’s eight sessions. It contains a detailed description of
each session including objectives, rationale, scripts, time allocation, room setup, equipment and supplies,
exercises and activities, and facilitation hints.

For More Information on: See the Program Manager See the Facilitator Guide
Guide

Introduction to the Facilita- NA Pages 32-33

tor Guide

Session Content NA NA

Managing the Quality As- 91 NA

surance Plan

Monitoring the Evaluation Pages 75-90 NA

Plan and Collecting Data

Q. What Should My Agency Consider When scheduling FIO Sessions?

A. A number of considerations factor into choosing the days, times, and venues for your sessions. Sur-
veying potential participants regarding best times and support needs will help determine the most
appropriate times and locations for holding the group sessions. Some issues to consider include
childcare responsibilities/accessibility, job and/or school commitments, and accessibility to the in-
tervention location. Additionally, identifying barriers will provide your staff the opportunity to ad-
dress some of the factors that may hinder participation.

Q. Where Should Sessions be Located?

A The location of FIO can greatly influence retention rates. Sessions held in locations that are easily
accessed will be more likely to retain participants: a location that your target population can access
easily (and access in safety and comfort) facilitates regular attendance. Holding the session at a
location where women already are, like in the same building as the after-school program, also
helps. Consider locations close to public transportation or in a popular or high-trafficked part of
town. Ensure that locations are available for sufficient time to implement the intervention, even if it
starts late. Being asked to leave during the middle of a session is disruptive. As discussed previous-
ly, having established MOUs/MOAs assists agencies in ensuring that the venue is available during
the selected times and can detail other roles and responsibilities.

One case study agency conducted their sessions within a hospital and found that it was difficult to get
women to attend at this venue. Also, space was at a premium in this hospital, and
when the two hours were up, the group had to move or end the session, even if they
had not yet completed the session.

Another case study agency tried conducting FIO in a school cafeteria because it was
convenient, but had difficulty maintaining women'’s attention due to the noise.
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A community day care center after hours was a site that one case study agency found
worked particularly well.

Q. What Do We Need to Consider When Running Sessions?

A. The pace, flow, and interest level of the sessions can have a great impact on the willingness of par-
ticipants to return to later sessions. Facilitators thus have a large responsibility for supporting par-
ticipant retention. Session content should be exciting and presented in an innovative, fun, inclusive,
and supportive way to encourage participants to return to later sessions.

Participants who feel alienated or disconnected are less likely to return to future sessions than
those who feel welcomed, safe, and supported. Facilitators should ensure participants contribute to
discussions, participate in role-plays, and feel supported when expressing themselves. Positive rein-
forcement (e.g., through the use of “Thanks” Chips) can be helpful to promote retention. Personal
thank-yous for attendance from facilitators after the session is completed can serve as additional
positive reinforcement tools—particularly if coupled with appreciation for specific contributions
made by the participant during the session. Also, the appropriate use of humor, small prizes for par-
ticipating in role-plays or getting an answer correct and applause after role-plays are ways to keep
participants engaged.

Case study agencies found that splitting up the script into short pieces and alternating
who spoke was a good way to keep the energy level up.

SECTION 6: Adaptation
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FIO was originally designed and tested with ethnically diverse women ages 18 to 30 years old who were
recruited from a family planning clinic. Agencies adopting FIO should make every effort to deliver the inter-
vention to the group for whom it is originally intended and in the way it was originally delivered before con-
sidering making changes. Any adaptations to FIO should be discussed with your Project Officer who can as-
sist you with technical assistance. Some parts of FIO may be adapted to better fit the needs of your agency
and target population. This means agencies must stay within the guidance of the approved adaptation pro-
cess. Doing so allows FIO to be adapted to a different population or setting, but ensures that the effective-
ness of the intervention is maintained by preserving the heart of the intervention.

For More Information on: See the Program Manager Guide | See the Facilitator Guide
Adaptation of FIO 67 and Appendix C NA

There are a number of ways that FIO can be adapted to your agency and target population. When deciding
how to adapt the intervention to meet the needs of your agency, it is important to maintain fidelity. Remem-
ber:

1. The Core Elements of the intervention cannot be changed
2. The Key Characteristics of the intervention can be adjusted but cannot be eliminated

For more information on making adaptations and the steps to ensure fidelity is maintained, you may con-
tact a capacity-building assistance (CBA) provider through your local health department or the Centers for
Disease Control and Prevention (CDC).

Q. Whom Should | Contact if My Agency Wants to Adapt FIO to Suit My Client or Target Population?

A. The first step in making adaptations is to talk to your Program Officer at the CDC. The next step is to
familiarize yourself with the Core Elements, Key Characteristics, and theory of behavior change for
FIO to ensure that any adaptations you make are in line with the intent of the intervention.

Q. What Are Some Basic Ways to Adapt FIO?

A. Some basic adaptations can be made easily. These include:
e Altering the group size to between six and fifteen
e Allowing women older or younger to attend, provided that they are still of childbearing age
so that the messaging of FlO is still relevant
Changing the names in the script to reflect your population i.e., Juan not John
Hold two sessions a week instead of one
Add logos to your “Thanks” Chips or give them another name
Use fruit instead of penile models

You will notice that none of the above adaptations change Core Elements or eliminates Key Charac-
teristics.

Q. Can we Deliver the Intervention Without Providing Free Condoms?
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A. No. Providing free condoms is a way to enable women to enact the condom negotiation skills that
they learn and a way to decrease the financial barrier to experimenting with safer sex. Having the
option of whether or not give out condoms really undermines the fidelity of FIO. If your agency has a
policy against giving out free condoms, then you should not be conducting FIO. If you do not have
the resources to purchase condoms, it should be included in your budget request or alternative
methods for obtaining free or low-cost condoms should be explored.

Q. Can We Deliver the Intervention to Groups of Women Who Are of Diverse Race/Ethnicity
Instead of to One Specific Group?

A. The FIO research population included African American, Caribbean, Latina, and White women in the
same groups, although the majority of participants (72 percent) were African American or Black. FIO
can be used in populations that differ in ethnicity or race from the research population because the
focus is on the commonalities among women in sexual relationships with men, rather than on the
commonalities of a particular ethnic or racial group.

Q. Can We Deliver the Intervention in a Language Other Than English?

A. It is not recommended to administer FIO in another language because its efficacy has only been
proven when administered in English with English-speaking populations. Delivering it in another
language would undermine the fidelity. While facility in English is a requirement for participation in
FIO, women who may not be that strong in English, but can speak and understand it can partici-
pate. Your agency should have policies and procedures on how best to incorporate women whose
first language is not English. A Spanish version of FIO is not yet available.

Q. Can We Do the Sessions With Three to Five Participants Instead of the Eight to Twelve
Listed in the Protocol?

A. FIO uses small group discussions and role-plays as key activities which require several participants.
For this reason, it is preferable to have at least eight participants in the intervention. However, the
intervention can work with six individuals.

One case study agency had only four people at a few sessions and it was problematic
because the same people had to volunteer for multiple role-plays and became fatigued
and less engaged.

Q. Can We Delete Material or Topics That do Not Apply to Our Target Population?
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A.

The materials and topics provided have been effectively used with a wide range of populations.
While you cannot remove any materials or activities in the intervention, you can make changes to
make them more applicable to your target population (see below). Any changes should be carefully
considered, discussed thoroughly with your Project Officer, and done only after a good faith effort to
implement FIO as it is written. Core Elements and Key Characteristics should be reviewed before
adaptations are made to ensure the adapted intervention are delivered with fidelity. Any adaptation
to activities should consider the behavioral determinants that are being addressed by that activity.
Modified activities should continue to address the same behavioral determinant in the same man-
ner, and the Core Elements should not be altered or deleted.

How Should We Make Changes in Written Handouts?

Before making any changes it is important that an agency has participated in a training of facilita-
tors (TOF) and understands what parts of an intervention can be adapted and how. If the change is
something straightforward, such as changing some of the language, hames, or setting in a role-play,
an agency can make these changes to the handout. Anything beyond such minor changes would
require contacting a Capacity Building Assistance (CBA) provider for consultation.

Why is it Necessary to Offer All of the Sessions?

In the original research FIO was proven effective with all eight sessions. Removing a session may
compromise the effectiveness of the intervention, and means your agency is no longer implement-
ing FIO.

Can We Change the Order of the Sessions?

Because the sessions build on one another, changing the order will compromise the logic and flow
of the intervention. Additionally, the intervention was tested and proven effective in the given order,
therefore changing it would undermine its effectiveness.

Can We Reduce the Amount of Time for a Cycle of Group Sessions? For Example, Can We
Consolidate the Sessions into a Weekend Retreat?

FIO consists of eight two-hour sessions, with each of the sessions presenting new information and
skills that build upon earlier sessions. Starting at Session Two, each participant sets between-
session goals based on the information presented in that session. Women need the opportunity to
share the information and practice the skills they learn in each session. Participants also benefit
from sharing their successes and challenges in changing their behaviors with the other participants.
Without these opportunities, there is no reason to believe that women would be able to increase
condom use or decrease sex without a condom. In fact, the original research found that a four-
session group was not as effective as an eight-session group in leading to long-term changes in risk
behaviors. Finally, facilitators and participants would likely experience fatigue.

Can the Program Be Conducted in Places Other Than Community-Based Settings, Such
as Group Homes or Correctional Facilities?
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A. Yes. Project FIO could be delivered in other settings, such as:
Community-Based Organizations (CBO) settings (non-clinical)
Non-urban communities where HIV prevalence is high
Health departments

You may have to make adaptations to certain exercises to accommodate facility rules and regula-
tions. When making any adaptations based on other populations or settings, it is crucial that agen-
cies are mindful of not altering the essential features or core elements of the intervention.

SECTION 7: Monitoring and Evaluation
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There are a number of reasons an agency may want to evaluate an intervention. Evaluation ensures ac-
countability to the community, their staff, clients, and funding source, but also helps improve the quality
and delivery of the intervention. Evaluation helps the agency decipher what worked and did not work, which
is important to effectively improve and adapt their programs. For more information on the types of evalua-
tion your agency will conduct and why refer to the “Maintenance” section of the Program Manager Guide.

For More Information on: See the Program Manager Guide | See the Facilitator Guide
Managing the Quality Assurance 91 NA

Plan

Monitoring the Evaluation Plan Pages 75-90 NA

and Collecting Data

Q. Are We Required to Monitor and Evaluate the Intervention?

A. Requirements for monitoring and evaluating FIO depend on your funder. Regardless, monitoring
and evaluation are important activities. They can provide your organization with answers to im-
portant questions about effective implementation and outcomes for FIO. Examining these questions
is an important part of demonstrating accountability to your stakeholders.

Q. Do We Have to Use All of These Forms?

A. The forms provided are samples that will help you with your monitoring and evaluation efforts. You
may modify them, but each collects important data.

Q. Do We Need to Use the Enroliment Form in Particular?

A. The enrollment form helps with screening to ensure that the women in the intervention are mem-
bers of the target population. The questions seek to ensure that the women present are those for
whom the messages of FIO were designed and for whom they will be most relevant.

We highly recommend using these forms to screen potential participants. Some agencies may be
unable to exclude women based on FIO participation criteria because they have a pre-existing group
or due to an unwillingness of women to answer the screening questions.

Q. Which Forms Are Used to Prepare the Intervention Sessions and Which Forms Are Used
to Monitor and Evaluate the Intervention?

A. To prepare for the intervention use the Participant Enroliment Form. All the other forms are for pro-
cess and outcomes monitoring and evaluation. For a detailed list of the forms and their uses please
see the Program Manager Guide.

Q. Must We Interview Participants?
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A.

In order to determine whether clients are benefitting from the intervention, it is necessary to collect
data from them. However, interviewing is not the only way to collect data. FIO’s forms are designed
to be completed by the participant. If your participants have low literacy, you may choose to conduct
the survey orally.

Failing to collect any data from participants is a lost opportunity to understand and improve your
agency’s implementation of the intervention.

What is the Difference Between Process Monitoring and Process Evaluation?

Process monitoring measures the implementation of FIO and answers questions like: “How many
people attended?” “How many cycles were implemented?” and “What were the demographics of
participants?”

Process evaluation is a more intensive activity that compares the implementation of FIO to a goal. It
answers questions like: “How did the population served compare to the target population?” “How
did the implementation of the intervention compare to the set guidelines (Fidelity)?” and “How did
our recruitment compare to our goals?”

Can We Use Estimated Instead of Actual Demographic Counts?

Requirements for demographic data depend on funders. Actual demographic counts provide more
accurate data, but if for some reason you are unable to collect actual counts (unwillingness of par-
ticipants to identify, lack of time, etc.) then estimated counts will suffice. Remember that if you are
using estimated counts to state this in your reporting.

What Do | Do With the Evaluation Results?

Evaluation results serve several functions. Through continuous quality improvement, you can use
the results to inform future changes in your implementation of the program. Results can also pro-
vide a motivational tool for staff, enhance supervision efforts, and indicate where further staff train-
ing is necessary. Another good use of evaluation results is inclusion in reports to funders as well as
funding applications in the future.

What Should | Do if Our Funder Wants Different Variables Than the Ones in the
Package’s Forms?

Forms are provided to you in an electronic format which can be modified to include additional varia-
bles. Feel free to modify the forms to meet you data collection needs.

How Can We Best Assess if the Intervention is Making a Difference?

Conducting outcomes monitoring is the best way to assess if the intervention is making a differ-
ence. The Participant Survey included in the intervention package is a tool for conducting outcomes
monitoring activities. If you need additional support, contact a CBA provider.

How Do | Evaluate the Program?
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A. To conduct process monitoring and evaluation, use the forms provided in the intervention including
1) Participant Attendance Form 2) Fidelity Checklist 3) Supervisor Rating Form 4) Participant Con-
tact Form 5) Participant Feedback Form and 6) FIO Referral Notes. Collecting data on these forms

and subsequently analyzing it will provide information on how the intervention was run and how the
implementation compares to expectations and goals.

By comparing the baseline Participant Survey and the follow-up Participant Survey you will be able

to document changes in your clients associated with the intervention. This is the primary way that
FIO conducts outcomes monitoring.
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